
 

 

 

Job Description 

 

  

 

 

Job Title:  Communications Officer, Advancement 

Department:  Advancement 

Reports To:  Senior Communications Officer 

Jobs Reporting: None  

Salary Grade: USG 9 

Effective Date: February 2024 

 

Primary Purpose 

The Communications Officer, is a key member of the Advancement Team, and will deliver creative, 
tactical planning, implementation and project management of integrated communications plans, projects 
and strategies to increase alumni engagement, raise philanthropic support and build Waterloo Champions. 
 
Reporting to the Senior Communications Officer, the Communications officer works as part of a dynamic 
and integrated team within Advancement and with campus partners, to thoughtfully and effectively engage 
our community of alumni, donors, prospects, through compelling communications using various channels.  
 
The Communications Officer is accountable for the planning, project management, delivering, evaluating 
and reporting on the impact of digital marketing and communications strategies to inspire and engage 
alumni, donors and prospects, This role is responsible for developing a digital content strategy, ensuring 
the creation of compelling content, accuracy and a dynamic user experience of online content while 
managing the day to day website content creation and maintenance. The role manages social media 
planning for Advancement, in partnership with Science Communications, and Advancement colleagues.  
 

Key Accountabilities 
 

Create, plan and execute creative digital and social content for all Advancement audiences 

• Proactively writes, manages, curates, copy edits and updates content for Advancement 
websites, online community engagement platforms, and social media channels  

• Creates digital communications strategies and sets tactical plans to deliver on objectives Job 
Description  

• Manages the Advancement websites and establishes a content strategy, including day-to-day 
content creation and maintenance, regular content audits and supporting web maintainers via 
editing support and best practices  

• Acts as Advancement’s lead for the Waterloo Content Management System (WCMS) and 
attends monthly Web Advisory Committee meetings to represent Advancement  

• Looks for ways to improve the online user experience, working collaboratively with colleagues on 
web best practices, information architecture, usability etc.  

• Creates an Advancement social media strategy, and develops and executes compelling social 
media plans and creative content that promotes Advancement initiatives and inspires alumni and 
donor engagement  

• Provides social media support and training for colleagues in support of events/activities  

• Identifies and develops targeted and creative approaches for the integration of print, digital and 
video strategies  

• Remains current on issues, trends, technologies, demands and approaches in digital marketing 
and communications  
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• Proactively explores and suggests creative ways to tell our story and expand our audience reach 
and engagement  

• Ensures all strategies and content aligns with the University of Waterloo brand platform and 
supports the needs of Advancement 

Collaborates, advises and consults 

• Uses digital and social media expertise to provide advice on strategic and integrated 
communications plans to develop audience-specific content that will best resonate with audiences 
and maximize results  

• Works collaboratively as member of Advancement Marketing and Communications team to 
strategically support Advancement and University goals  

• Works closely with the Marketing and Communications team to ensure accuracy, consistency and 
integration of messaging  

• Works closely with campus partners, including Faculties, colleges, and units such University 
Relations on projects, in a highly collaborative and creative environment  

• Provides high level of customer service internally and externally to support relationship cultivation 
and engagement with Waterloo  

• Provides creative direction to Creative Services or third-party vendors on writing, design, 
photography and videography  

• Participates in communications committees/working groups as needed 

Manages digital marketing and communications projects 

• Coordinates the marketing and communications strategy and execution of existing and new digital 
initiatives, and collaborates in the planning, developing and implementing of digital projects, in 
partnership with colleagues  

• Oversees the development of the strategy for the alumni and friends online engagement platform 

• Coordinates and art directs photography and video projects as needed; works collaboratively with 
colleagues who may be the project lead 

• Create content for events using iModules 

• Liaise with Central Advancement Communcations to create broadcast email content 

Other 

• Hires, coaches and manages co-op student and junior contract staff, as needed.  

• Provides backup copy writing and editing services as needed  

• Assumes roles in special projects or committees, as assigned  

• Provides social media or event support for key Advancement events including Reunion/Alumni 
Weekend, Convocation and President’s receptions, as needed  

• Engages in active, ongoing learning by seeking opportunities for ongoing training and professional 
development (ie: industry articles and blogs, webinars, conferences) 

 
*All employees of the University are expected to follow University and departmental health and safety policy, 
procedures and work practices at all times. Employees are also responsible for the completion of all health and 
safety training, as assigned. Employees with staff supervision and/or management responsibilities will ensure that 
assigned staff abide by the above, and actively identify, assess and correct health and safety hazards, as required.  
 

Required Qualifications  
 

Education 

• University degree in communications, marketing, journalism, media studies or public relations, or 
equivalent combination of education and experience 

Experience 
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• 3-5 years’ experience in communications, marketing or community manager role, preferably in 
education or not-for-profit sector with a proven record of writing, editing and developing creative 
digital communications for multiple audiences 

Knowledge/Skills/Abilities 

• Demonstrated experience in web-based communications, marketing and technology strategies, 
including website design, content strategy and management  

• Strong writing skills in both print and digital platforms  

• Demonstrated understanding of best practices in information architecture, navigation, user interface, 
usability, accessibility standards and testing  

• Strong knowledge of social media trends, analytics and current/emerging technology  

• Experience with digital analytics tools, reporting and making recommendations based on findings  

• Experience working with alumni/donors or membership-based audiences preferred; University 
advancement experience considered a strong asset  

• Ability to build consensus, work collaboratively and foster teamwork with multiple stakeholders and 
work with integrated project teams  

• Ability to understand the goals, strategy and planning of Advancement and the University and 
translate that into compelling communication content 

• Strong organization skills, including a disciplined approach to project planning and execution with 
exceptional attention to detail and accuracy  

• Possess strong interpersonal skills, passionate about communications and high-quality work, and 
deliver creative and consistent work in demanding environment with multiple stakeholders, projects 
and deadlines  

• Resilient, able to excel in fast-paced environment with shifting priorities, ambiguity and public 
scrutiny  

• Experience with a content management system (Drupal); Advanced Word, Excel and PowerPoint 
skills; Adobe Creative Suite  

• Willingness to work occasional hours outside of traditional hours 

 
Nature and Scope  
• Contacts: : Internally works with colleagues across Advancement and campus, collaborates with 

colleagues in University Relations, Vice-President, Advancement and the Office of the President; 
externally, will have contact with alumni and donors, third-party vendors or volunteers. 

• Level of Responsibility: Must be able to make informed decisions recognizing the broader 
accountability as representative of the University. Responsible for managing own work but will work 
proactively with staff in assigned areas of responsibility and work collaboratively with manager. May 
coach or manage a co-op student, as needed. May manage project budgets. 

• Decision-Making Authority: Continually makes decisions about the most effective methods to 
operationalize communications strategies and plans, personal interactions and collaboration, work 
flow, consultation, organizing resources and other writing/edit accountabilities; determines the 
optimum course of action to solve problems and exert a positive influence on other stakeholders. 

• Physical and Sensory Demands: Deadline pressures with concurrent demand for thoroughness and 
accuracy. Peak times may include many simultaneous demands. 

• Working Environment: Typical of a communications role in an office environment with extended 
periods of computer use and the need to walk across campus for meetings. Office is on University of 
Waterloo main campus in a comfortable, indoor area. Willingness to work occasional hours outside of 
traditional business hours will be required. 


